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Cvilian Personne
DECCORATI ONS, AWARDS AND HONCRS

Local supplenentation of this panphlet is permtted for inplenmentation of

i ndi vi dual conmander's policies and procedures. One copy of issued suppl enents
will be furnished to Commander, U.S. Arny Engineer Division, Geat Lakes and
Chio River, ATTN. CELRD-HR P.O Box 1159, G ncinnati, OH 45201-1159

1. Purpose. This panphl et provides gui dance on the use of nonetary and
honorary incentive awards for civilian enployees. It covers invention
superior acconplishnent, performance, honorary, and public service awards, as
wel |l as quality step increases.

2. Applicability. This panphlet applies to all civilian enployees of the G eat
Lakes and Chio River Division. Portions pertaining to inventions and
scientific achievenents also apply to Active Arny personnel

3. References.
a. Title 5 US C, Chapter 45, Incentive Awards
b. 5 CFR, Chapter 451, Incentive Awards
Cc. AR 672-20, Incentive Awards
d. DA Panphlet 672-20, Incentive Awards Handbook
e. USACE Supplerment 1 to AR 672-20
f. CELRDP 672-1-1, Honorary Awards Handbook

4. Internal Control Systems. This panphlet is subject to the requirenments of
I nternal Managenent Control s.

*Thi s panphl et supersedes CEORDP 672-1-3, 10 January 1997.
Thi s panmphl et expires 5 August 2002.
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5. Program Admi ni stration

a. The goal of the Total Arny Awards Programis to foster m ssion
acconpl i shment by recogni zi ng excell ence of both mlitary and civilian nmenbers
and notivating themto high I evels of performance and service. The program has
as its capstone a parallel hierarchy of five mlitary and five civilian nedals.
(See Appendix A). Mnetary awards are al so authorized to recognize the
scientific achievenents and inventions of mlitary personnel

b. The Arny Incentive Awards Programwi |l be admi nistered on the basis
of merit without regard to age, sex, race, color, religion, national origin,
marital status, or physical or nental handi cap. (See paragraph 6 bel ow for
further guidance). Commanders, nanagers, and supervisors w |l nake speci al
efforts to ensure that mnorities, wonen, and other under-represented groups
are included anong those given fair consideration for nonetary or honorary
awar ds.

c. Both an honorary and a nonetary award nmay be granted to civilian and
mlitary personnel for the same act or achievenent if the criteria for each
award are net. The sane act or achi evenent, however, cannot formthe basis for
nore than one type of nonetary or DA honorary award.

d. Both an honorary and a nonetary award may be granted to civilian
enpl oyees and soldiers for the sane scientific achievenent if the criteria for
each award are net.

e. Awards (except for inventions) are not nmandatory but may be initiated
by managenment when applicable criteria are net.

f. On sone occasions, a manager outside an enpl oyee's chain of conmand
may wi sh to nomnate the enpl oyee for an award. On those occasions, the
nom nati on nmust be coordinated with the enpl oyee's inmedi ate supervi sor before
it is submtted. Exanples of such occasions are the follow ng: when an
enpl oyee has been assigned to a long termdetail outside his or her
organi zati on, when an enpl oyee has conpleted a special project or has given
extraordi nary service benefiting a serviced organi zati on, or when an enpl oyee
i s being recognized for an act of bravery or heroism \Wen the inmediate
supervi sor di sagrees, the nom nation nmay not be submitted since the i medi ate
supervisor is responsible for the enpl oyee's overall performance.

g. An individual who receives an award is eligible for a future grant of
the sane award if it is based on a different achievenment or service perforned
during a | ater period.

h. Enpl oyees shoul d never be informed that they are under consideration
for or have been nomi nated for any award. Such action may create serious
noral e problens if the award i s not approved.
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i. Awards should foll ow a progressive sequence of recognition, except
when the contribution is so extraordinary that recognition with a | esser award
woul d be insufficient. Deserving enployees should receive tinmely recognition
by their enploying activity using the full range of available civilian awards.
Such action will lay the foundation for higher recognition

6. Equal Enpl oynment Qpportunity and Adverse Action Concerns.

a. Prohibition on Awards.

(1) EEO Mnetary and honorary awards for perfornmance or achi evenent
will not be made to an individual who has been actively and substantially
i nvol ved in unlawful discrimnation based on race, color, religion, sex, age,
national origin, marital status, or handi cap

(2) Disciplinary/ Adverse Actions. No discretionary nonetary or honorary
award for performance or achievenent will be made to an individual who

(a) Is either under investigation, or upon whomdisciplinary or adverse
action based on performance or conduct is pending.

(b) Was the subject of a disciplinary action within the precedi ng 120
days.

Not e: The commander may give the award if he finds that the basis for the award
is unrelated to the investigation, pending action, or discipline and the award
woul d not reflect unfavorably on the Arny.

b. Certification

(1) Al award nominations reviewed at the Departnent of Arny |level for
DA enpl oyees, except those for public service awards, nust include an equa
enpl oyment opportunity (EEO and adverse action certification for civilians and
an equal opportunity (EO certification for mlitary. In no event will an
award be approved for a period of time in which the nom nee was found to have
personally acted in a discrimnatory manner in violation of EEO gui delines or
standards of conduct.

(2) For awards approved by HQUSACE, CELRD and at district level, the EEO
Oficer will furnish informati on based on a revi ew of pendi ng and past EEO
conplaints and the G vilian Personnel Advisory Center (CPAC) Chief will furnish
information for adverse actions.

(3) The nom nating commander or his designee will sign a statenment or
complete Part 11, block 8 on DA Form 1256 (which is identified as applicable to
awards forwarded to HQDA but may be used for other awards) affirm ng that
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the nom nee's records have been reviewed and that there are no current EEO
conpl aints or personal adverse actions pendi ng agai nst the nom nee, and no
past history of adverse findings in EEO conplaints or adverse actions based on
performance or conduct. A sanple statenent for this purpose is provided at
Appendi x B

(4) |If there is a past adverse finding as a result of an EEO conpl ai nt,
or a past adverse action based on conduct or perfornmance, the conmander nay,
nevert hel ess, evaluate the underlying facts and certify that the nom nation is
not inconsistent with attai nnent of EEO and affirmative action goals, and wll
not reflect adversely on the Department of the Arny.

(5) A decision not to initiate an award or not to forward a nom nation
based on an EEO conplaint, inplicating the individual in discrimnation or past
adverse action(s) based on performance or conduct, will be nmade on an
i ndependent eval uation of the facts underlying the conpl aint.

7. Authority to Approve Cash Awards.

a. The Division Conmander nay approve awards of $8,000 or less while
District Commanders may approve awards of $5,000 or |less. Commanders should
del egate approval authority to the |lowest practicable level to expedite
processing. Unless otherw se noted, the approving official nmust be at a | evel
hi gher than the individual who recommended the award. |f the dollar anount of
the award exceeds the conmander's del egated authority, the award nust be
approved at the organizational level with authority to approve the doll ar
anmount .

b. Cash award anounts which exceed $8, 000 require approval at higher
organi zational levels. Award anpbunts between $8, 001 and $10,000 w Il be
forwarded to HQUSACE for approval. |ndividual cash awards over $10, 000 nust be
reviewed by the Arny Incentive Awards Board (AIAB). Prior to Al AB review,
HQUSACE wi |l submit the award nomi nation for audit by the U S Arny Audit
Agency (AAA). The AAA will verify tangi ble benefits.

8. Cash Award Certificate. DA Form 2443 (Commendation Certificate) may be
given with cash awards.

9. I ncentive Awards Conmmi ttees.

a. Establishment and Organi zation. An incentive awards conmittee will
normal |y be established at each installation that has an operating Gvilian
Personnel O fice (CPAC) and will provide assistance to all activities serviced
regardl ess of command jurisdiction.
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b. Menbership. Conmittees should include key persons fromthe mgjor
el ements of the activity who have know edge of the activity and its m ssion
and who are objective, denonstrate good judgnment, and enjoy the confidence of
t he workforce at |arge

c. Functions. The incentive awards conmttee will:

(1) Consider and present recommendati ons to the comander concerning the
fol |l owi ng:

(a) Nom nations for cash and honorary awards that exceed | ocal approval
aut hority.

(b) Nom nations that are conpetitive and involve the eval uation of
acconpl i shments of several individuals or groups.

(c) Difficult, conplex, or controversial cases.

(2) Assist the conmander in:

(a) Planning the incentive awards program activities.

(b) Determning aspects of the programto be given special enphasis.
(c) Inplenenting new program features.

(d) Inproving |local adm nistration

(3) Evaluate the effectiveness of the program including adherence to
EEO aspects.

10. I nventi on Awards.

a. Concept. Invention awards are cash awards granted to Governnent
enpl oyees and soldiers in recognition of their inventions which result in the
filing of a patent application, a request for publication of a statutory
invention registration (SIR), the grant of a United States patent, publication
of a SIR or the licensing of a patent application or patent.

b. Categories. Invention awards consist of Initial Awards of $200 upon
filing of a patent application or requesting publication of a SIR, Final Awards
of $500 ($250 per eligible co-inventor if nmore than one eligible inventor); and
Addi ti onal Awards based upon the invention's actual val ue.
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c. Eligibility. Procedures for determning eligibility, considering an
i nventor for any award, and processing award reconmendati ons are the
responsibility of the Intellectual Property Counsel of the Arny, Intellectua
Property Division, Ofice of the Judge Advocate Ceneral. Procedures are
published in AR 27-60, or as otherwi se directed by the Intellectual Property
Counsel of the Arny.

11. Superior Acconplishment Awards. Superior Acconplishnment Awards include
Speci al Act or Service Awards (SASA), On-the-Spot Cash Awards (OTS) and Ti ne
Of Awards (TQAH).

a. Special Act or Service Awards. A Special Act or Service Award is a
cash award given to recognize a nmeritorious personal effort, act, service
scientific or other achi evenent acconplished within or outside assigned job
responsibilities.

(1) GCeneral Criteria.

(a) The act, service, or achievenent nmust result in either tangible or
i ntangi bl e benefits (see Appendices C and D for criteria) or both to the
Governnment and may invol ve nore than one enpl oyee

(b) The Special Act or Service Award is particularly appropriate to
recogni ze the follow ng short-term acconplishments:

In a regularly assigned position

2 During a detail.
3 At the conclusion of a successful special project.
4 Wen performance or honorary awards are not appropriate.

(c) This award is also appropriate for recognition of civilian enpl oyee
i deas or inprovenments resulting in tangible or intangible benefits that cannot
be recogni zed under the provisions of the Arny Ideas for Excellence Program AR
5-17.

(d) Wen an award is nmade for an acconplishnent within job
responsibilities, the act or service must significantly exceed normal
expect ations.

(e) This award is not to be used as a substitute for other personne
actions, pay entitlenents, or other forms of recognition

(f) The act or service to be recognized nust not have served either in
whole or in part as the basis for a previous cash award.
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(2) Scientific Achievenent Criteria. A special act or service award is
awarded to soldiers or civilians for scientific achievenent such as described
bel ow. These awards may be given for acts or achievenents that result in
benefits to the Arny.

(a) An act, deed, or acconplishment that established a scientific or
technol ogi cal basis for later technical inprovenments of nmilitary or nationa
signi ficance

(b) A scientific or technol ogical acconplishment of such quality and
ef fecti veness as to have materially advanced the research and devel opnent
achi evenents of an activity, group, or project.

(c) A significant scientific or technol ogical achievenent that
contributes materially to the welfare of the arnmed services and the nation

(d) An article accepted for publication in a scientific publication

(e) A technical paper presented to a professional society that
constitutes a substantial contribution to scientific know edge.

b. On-the-Spot (OTS) Cash Awards. The OIS cash award is a small Speci al
Act or Service Award ($25 to $250) which may be given by a supervisor for day
to day acconplishnents of subordi nate enpl oyees.

c. Time Of Anard (TQA).

(1) GCeneral Provisions.

(a) Enployees nmay be granted up to 80 hours of time off during a | eave
year wi thout charge to | eave or I oss of pay as an award for achievenents or
performance contributing to the Arny mssion. The TOA may be used alone or in
conbi nati on with nonetary or nonnonetary awards to recogni ze the sane ki nds of
enpl oyee contributions. Contributions nmust directly support the Arny m ssion
or result in benefits to the Governnent. The extent of the contribution wll
be consi dered when determ ning the anpunt of tinme off that is approved.

(b) The TOA may be granted in amounts up to 40 hours for a single
contribution. TOA will be given in increnments of no | ess than one hour

(c) The TOA nust be schedul ed and used within one year of the approval
date. A TOA does not convert to a cash paynent under any circunstance.

(2) Nomnations. Awards up to one day may be approved by the i mediate
supervisor. Awards over one day must be approved at a higher |evel.
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(3) Length of Time Of Awards. See Appendix E for the time off award
paynment scale for a single contribution. This scale will be used for awards of
nore than one day off.

(4) Docunentation: The amount of tine off nust be docunented. An SF 50
will be prepared at the tine of the award for retention in the enpl oyee's OPF.

(5) Provisions for Part Tinme Enployees. 1In the case of part-tine
enpl oyees or enployees with uncomon tours of duty, the maxi mumtime off during
the | eave year will be the average nunber of work hours in the enployee's
bi weekly schedul ed tour of duty. The maxi mum anmount of time off granted for a
single contribution for part-tinme or uncommon tour enployees will be one-half
t he maxi mum amount of tine that could be granted in the | eave year for the

enpl oyee.

d. Procedures for Processing Special Act or Service, On-the-Spot, and
Tinme Of Awards.

(1) Award Amounts. Cash awards range from $25 to $25, 000, depending on
t he achi evenent being recogni zed. (An additional award exceedi ng $25, 000 may be
approved at the discretion of the President.) Except for the OIS and TOA of one
day or less, all Special Act or Service Award amounts will be determ ned using
the cash award criteria for tangible or intangible benefits included at
Appendi ces C and D. Individual cash awards over $10, 000 nust be revi ewed by the
Arny Incentive Awards Board (Al AB). Information concerning docunentation
requi renents for awards to be forwarded to the AIAB is provided at Appendix F

(2) Nom nations. An enployee's supervisor or individual having direct
know edge of the act, service, scientific or other achievenent, in coordination
with the enpl oyee's supervisor, may initiate an award nom nati on. Nom nations
shoul d be submitted within 30 cal endar days after the act, service, or
achi evenent to be recognized. Final action should be taken w thin 30 cal endar
days thereafter, unless nom nations nust be forwarded to hi gher headquarters.

(3) Processing. Awards will be processed as expeditiously as possible.
DA Form 1256 will be used to process these awards. In addition to conpletion
of Part 1 of DA Form 1256, the follow ng docunentation is required:

(a) Short description of the enpl oyee' s achi evenent.

(b) Indication of the category of the award: Speci al
Act or Service Award, On-the-Spot, Tine Of Award (TQA).

(c) The dollar amount of the award (with appropriate reference to the
tangi bl e/i ntangi bl e benefits scale) or nunmber of hours of the award.
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(d) The value of the benefits when the TOA exceeds one day (as
determ ned by the tangi bl e/intangible benefits scale).

(e) Signatures of the nom nating and approving officials.

12. Performance Awards. A performance award is a nonetary award given in
recogni tion of high-level performance for a specific period. This award is
used to recogni ze all enpl oyees, except Senior Executive Service (SES)

enpl oyees.

a. Bigibility.

(1) Enployees with Total Arny Performance Eval uati on System
(TAPES)ratings of Successful Level 1 or 2 may receive this award. Al so,
enpl oyees who exceed the m nimumrequirenments for a Successful Level 3 rating
of record for the nost recent rating period, with at |east one critical elenment
exceeded, may receive performance awards.

(2) Enployees will not be nom nated automatically for a performance
award based on their rating. Performance awards should be used both to reward
past performance and as an incentive to stinulate future high-1evel performance
of the awardees and their peers. The nom nation should be submtted within 30
days of approval of the rating of record.

(3) Oganizational acconplishments, including the enpl oyees' overal
contributions to m ssion acconplishnent, should be najor considerations when
recomendi ng or approving performance awards for individual enployees.

b. Approval Authority. The approving official should be at |east one
| evel above the | evel of the nominating official and should be the official
responsi ble for the awards budget of the unit. Wen the comuander is the
rati ng supervisor, higher review or approval of the award is not required
(unl ess the dollar anpbunt of the award exceeds the commander's del egated
approval authority).

c. Anount of Award.

(1) Performance awards will be conmputed as a percentage of base pay with
a maxi mum award of 10 percent of the enployee's base pay. Award amounts wl|
be determ ned according to | ocal policies.

(2) Unusually exceptional enployees may receive awards up to 20 percent
i f approved by HQUSACE. Unusually exceptional performance surpasses the normal
requi renents for a Successful Level 1 rating and should be fully docunented.
For exanpl e, an unusually exceptional enployee's contribution
to m ssion acconplishment or organi zational effectiveness would be easily
identified, docunmentable, and clearly superior to others rated Successful Level
1
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(3) Cenerally, within the same organi zati onal el ement, enployees wth
hi gher ratings should receive |l arger dollar awards than enpl oyees at the sane
grade | evel who have | esser ratings.

d. Nom nations.

(1) Docunentation will consist of a Successful Level 1, 2, or 3 rating
of record for the nost recent rating period which shows how the nom nee
exceeded job el enments. See paragraph 14a(l) for award paynent information

(2) Nom nations should be submitted within 30 cal endar days fromthe
approval date of the rating of record. Final action should be conpleted within
30 days thereafter

(3) Nominations will not be approved when

(a) Prompted solely by the inpending departure of a supervisor or an
enpl oyee.

(b) Prompted solely by the fact that the enployee is currently at a pay
rate subject to legal limtation (pay cap) or the tenth step of the grade.

(c) An enployee has received a previous performance award based in whol e
or in part on the performance currently being recommended for recognition

e. Previous Award. Receipt of one or nore awards for a suggestion
i nvention, scientific achievenent, or a special act or service during a period
of high-1evel performance does not prevent the receipt of a performance award
unl ess the nomi nation for the performance award is based on the sane
acconpl i shment (s) for which the previous award(s) was granted.

13. Quality Step Increases. A Quality Step Increase (@Sl) is an additiona
wi t hi n-grade pay increase given to a General Schedule (GS) enpl oyee.

a. Bigibility.

(1) GS enployees with a rating of Successful Level 1 for the current
rating period are eligible to receive the QSI.

(2) An enployee may not receive nore than one @Sl in any 52-week period.
(3) An enployee may not receive a Sl if the enpl oyee has received a

performance award based in whole or in part on the perfornmance being
recommended for recognition.
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b. Nomnations. Justification for the @Sl will consist of a Successfu
Level 1 rating of record for the current rating period. The nom nation will be
submtted within 30 days of approval of the rating of record. See paragraph
1l4a(l) for award paynent information

c. Approval Authority. Commanders shoul d del egate approval authority to
a level at which conparable authority lies for significant personnel nanagenent
actions and effective control can be exercised. The approving official nust be
at |least one |evel above the level of the nom nating official. Wen the
commander is the rating supervisor, higher |evel review or approval of the
award is not required.

d. Admnistration.

(1) The QSI will not change the effective date of the enployee's nornal
wi t hi n-grade pay increase except when receipt of a QS places an enpl oyee in
the fourth or seventh step of a grade, the waiting period for a regular wthin-
grade increase is extended by 52 weeks under the graduated waiting-period
schedul e prescribed for the General Schedul e.

(2) On an annual basis activities will publicize the nunber of QSIs
gi ven during the year by serviced organi zati ons and grade |evel.

14. Monetary Awards. The Departnent of the Arny considers approved nonetary
awards to be valid obligations of the Government that nust be paid, subject
only to availability of funds and neeting | egal and regul atory requirenents.
Awar ds shoul d be paid for performance and for contributions that result in
tangi bl e or intangible benefits, or a conbination of both.

a. Award Paynent.

(1) Request and approval of award payment for civilian enployees will be
processed usi ng DA Form 1256 except performance awards and QSlIs under TAPES
which will be processed using Part 111 of the Gvilian Eval uation Report Forns,
DA Fornms 7222 and 7223. Local procedures will govern PPl and CEFMS processing.

(2) 1In accordance with the Internal Revenue Code 54, Section 74,
nmonetary awards are treated as additional conpensation; therefore, tax will be
wi thheld fromall award paynents.

(3) The Departnent of the Army nmay pay nonetary awards to eligible
personnel of another departnment or agency if their contributions benefit the

Arny.

(4) The losing organi zation nmust pay the award if that organization
approved the annual rating, or Special Act Award. Funds will be transferred to
t he gai ni ng organi zati on
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b. Awards Based on Tangi bl e and Intangi bl e Benefits.
Awards will be determ ned using guidelines in Appendices C and D. Appendi x E
provides the tine off award paynent scale for a single contribution

c. Cash Awards for Contributions that Result in Tangi bl e Monetary
Savi ngs. Cash awards are not granted for contributions with less than $250 in
benefits. In such cases, a letter of appreciation or commendation or |locally
devised certificate may be used. Al awards over $5,000 which are based in
whole or in part on tangible benefits will be audited by an appropriate
i ndependent auditor as indicated bel ow

(1) Awar ds val ued from $5,001 to $10, 000 proposed at district office
level will be audited by the district internal review office.

(2) Awar ds val ued from $5,001 to $10, 000 proposed at division office
level will be audited by the division audit office (CELRD AQ).

(3) Awar ds val ued at $10,001 and above will be audited by the U 'S. Arny
Audit Agency as indicated in para 7b.

d. Cash Awards for Contributions that Result in Intangi ble Benefits.

(1) Awards in this category are recommended on the basis of judgnent
rather than precise facts and provabl e cal cul ations. Award recomendati ons
will be reviewed for nerit, and approval of awards and anounts will be as fair
and consi stent as possible.

(2) If acontribution with intangible benefits in a noderate-limted
cat egory does not conpare favorably with one involving tangi ble benefits of at
| east $250, no cash award is in order. |In such cases, a letter or menorandum
of appreciation or cormmendation or a locally devised certificate may be used.

e. Cash Awards for Contributions that Result in Both Tangi bl e and
I ntangi ble Benefits. A contribution may result in both tangible and intangible
benefits. |If so, the intangible benefits need only be recognized to the extent
that the contribution is not adequately recogni zed based on the tangible
benefits realized.

15. Honorary Awards. CELRDP 672-1-1 describes various honorary awards which
may be granted to civilian enployees.

a. Timng of Awards. Honorary awards may be given to civilian enpl oyees
at any tine in their careers, including occasions such as retirenent,
reassi gnment, transfer, or separation, provided the individual's
acconpl i shments fully neet the criteria for the particul ar award.

12



CELRDP 672-1-3
6 August 1999

b. Approval Authority. Authority to approve honorary awards includes
t hose i ndividual s occupying positions of approval authority regardless of their
current grade unless a mninmumgrade is specified.

c. Successive Amards. A bronze, silver, or gold cluster of three laure
| eaves and berries, synbolizing civilian honors and achi evenent, is avail able
for attachnment to the ribbon of honorary awards, signifying second, third, and
fourth awards, respectively. Medals will be presented with the proper cluster
centered on the suspension ribbon, the | eaves pointed upward.

FOR THE COVVANDER:

/sl
SEAN M WACHUTKA
Col onel , Corps of Engi neers
Deputy Comander

5 Appendi ces

APP A Cvilian and MIlitary Medal s

APP B EEO and Adverse Action Certification

APP C Contributions with Tangi bl e Benefits

APP D Scal e of Awards Based on Intangible Benefits

APP E Tine-Of Awards Scale for a Single Contribution

APP F Procedures for Submitting Awards for Review by
the Arny Incentive Awards Board

DI STRI BUTI ON:

B

CELRD Directors/ O fice Chiefs
CELRD- GL- DD

CEQRL-IMS (5 cys)
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CI VI LI AN

Decoration for Exceptional
Cvilian Service

Meritorious Cvilian Service
Awar d

Superior Gvilian Service
Awar d

Commander's Award for G vilian
Servi ce

Achi evenent Medal for Cvilian
Servi ce
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APPENDI X A
Cl VILI AN AND M LI TARY MEDALS
(listed fromhighest to | owest award)

M LI TARY

Di sti ngui shed Service
Medal

Legi on of Merit

Meritorious Service Mdal

Arnmy Commendati on Medal

Arny Achi evenrent Medal
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APPENDI X B
EEO AND ADVERSE ACTI ON CERTI FI CATI ON
Nom nee's records have been reviewed and there are no current EEO conplaints or
personal adverse actions pendi ng agai nst the nom nee, and no past history of

adverse findings in EEO conpl aints or adverse actions based on perfornance or
conduct .
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APPENDI X C

Contributions Wth Tangi bl e Benefits

Estimated First-Year-Benefits to Government Amount of Award

Up to $10,000............ ..., 10 percent of benefits

$10 001-%$100,000........ ... $1,000 for the first $10,000, plus 3
percent of benefits over $10, 000

*$100,001 OF NMOre........vuuuuunii.. $3,700 for the first $100,000 plus .5

percent of benefits over $100, 000

Quick Quide for Calculating Anards Based on Tangi bl e Benefits

Benefits Award Benefits Award Benefits Awar d Benefits
Up to S10, 000 10% 50,000 2,200 90, 000 3, 400 170, 000
11, 000 1, 030 51,000 2,230 91, 000 3,430 175, 000
12, 000 1, 060 52, 000 2,260 92, 000 3, 460 180, 000
13, 000 1, 090 53, 000 2,290 93, 000 3,490 185, 000
14, 000 1,120 54, 000 2,320 94, 000 3,520 190, 000
15, 000 1,150 55, 000 2,350 95, 000 3, 550 195, 000
16, 000 1,180 56, 000 2,380 96, 000 3,580 200, 000
17, 000 1,210 57,000 2,410 97, 000 3,610 225, 000
18, 000 1, 240 58, 000 2,440 98, 000 3, 640 250, 000
19, 000 1, 270 59, 000 2,470 99, 000 3,670 275, 000
20, 0O 1, 300 60, 000 2,500 100, 000 3,700 300, 000
21, 000 1, 330 60, 000 2,530 101, 000 3,705 325, 000
22, 00O 1, 360 62, 000 2,560 102, 000 3,710 350, 000
23, 000 1, 390 63, 000 2,590 103, 000 3,715 375, 000
24,000 1, 420 64, 000 2,620 104, 000 3,720 400, Q00
25, 000 1, 450 65, 000 2,650 105,000 3,725 425, 000
26, 000 1, 480 66, 000 2,880 106, 000 3,730 450, 000
27,000 1,510 67,000 2,710 107, 000 3,735 475, 000
28, 000 1, 540 68, 000 2,740 108, 000 3, 740 500, 000
29, 000 1,570 69, 000 2,770 109, 000 3, 745 550, 000
30, 000 1, 600 70, 000 2,800 110, 000 3,750 600, 000
31, 000 1, 630 71, 000 2,830 111, 000 3,755 650, 000
32,000 1, 660 72,000 2,860 112, 000 3,760 700, 000
33, 000 1, 690 73, 000 2,890 113, 000 3,765 750, 000
34, 000 1,720 74,000 2,920 114, 000 3,770 800, 000
35, 000 1, 750 75, 000 2,950 115, 000 3,775 850,000
36, 000 1, 780 76, 000 2,980 116, 000 3,780 900, 000
37, 000 1, 810 77,000 3,010 117, 000 3,785 950, 000
38, 000 1, 840 78, 000 3, 040 118, 000 3,790 1, 000, 000
39, 000 1, 870 79, 000 3,070 119, 000 3,795 1, 050, 000
40, 000 1, 900 80, 000 3,100 120, 000 3, 800 1, 100, 000
41, 000 1, 930 81, 000 3,130 125, 000 3,825 1,150,000
42, 000 1, 960 82, 000 3, 160 130, 000 3, 850 1, 200, 000
43, 000 1, 990 83, 000 3,190 135, 000 3,875 1, 250, 000
44, 000 2,020 84, 000 3,220 140, 000 3, 900 1, 300, 000
45, 000 2,050 85, 000 3, 250 145, 000 3,925 1, 350, 000
46, 000 2,080 86, 000 3, 280 150, 000 3, 950 1, 400, 000
47, 000 2,110 87,000 3, 310 155, 000 3,975 1, 500, 000
48, 000 2, 140 88, 000 3, 340 160, 000 4,000 1, 600, 000
49, 000 2,170 89, 000 3,370 165, 000 4,025 1. 700; 000



APPENDI X E
TI ME- OFF AWARDS SCALE FOR A SING.E CONTRI BUTI ON

Val ue to Organi zati on

Mbder at e:

(1) A contribution to a product, activity, program
or service to the public, which is of sufficient value
to nerit formal recognition

(2) Beneficial change or nodification of operating
princi pl es or procedures.

Subst anti al :

(1) An inportant contribution to the value of a
product, activity, program or service to the
publi c.

(2) Significant change or nodification of
operating principles or procedures.

H gh:

(1) A highly significant contribution to the val ue
of a product, activity, program or service to the
publi c.

(2) Conplete revision of operating principles or
procedures, with considerable inpact.

Except i onal

(1) A superior contribution to the quality of a
critical product, activity, program or service
to the public.

(2) Initiation of a new principle or major procedure,
wi th significant inpact.
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Nunber of

lto

11 to

21 to

31 to

Hour s

10

20

30

40
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APPENDI X F
PROCEDURES FOR SUBM TTI NG AWARDS
FOR REVI EW BY THE ARMY | NCENTI VE AWARDS BOARD

Al awards signed by the Secretary of the Arny (SA) nust be reviewed by the
Arny Incentive Awards Board (Al AB).

1. Format. Nominations forwarded for review by the AIAB will contain the
i nformati on outlined belowin the foll ow ng order

a. Endorsenment. An endorsenent signed by the HQUSACE Commander. (This
endorsenent will be drafted by the district). District commanders will
personal | y endorse nom nations; the division commander will al so personally
endor se nom nati ons which he forwards for considerati on by HQUSACE

b. DA Form 1256, Incentive Award Nom nati on and Approval. Do not
abbreviate titles of positions or organizations. Use conplete tel ephone
nunbers including area codes. Inclusive dates for the nom nation period should
not coincide with the period of tinme covered by previous recognition for the
same type of award (the Departnent of Defense (DOD) Distinguished Guvilian
Service Award and the President's Award for D stingui shed Federal G vilian
Service are exceptions). Al data entries should include signatures and dates
wher e required.

c. Biographical Data. A brief biographical sketch should include the
fol |l owi ng:

(1) Date and place of birth.

(2) Education and degrees conferred.

(3) Significant enpl oynent record.

(4) Type of appointnent.

d. Citation. One paragraph consisting of 50 to 60 words including the
nane, title, place of enploynent, and period of time covered by the award. The

citation should highlight the nom nee's specific achievenent. Do not use
abbrevi ations; spell out United States.
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e. Justification. A summary of achi evenents and benefits, not nore than
two singl e-spaced pages, stated in specific terns, and including date(s) of
achi evenent. Be as specific and quantitative as possible.

f. Previous Awards and Publications. Begin with the current year and
list other previous recognition, such as honorary awards, Successful Level 1
Perf ormance Ratings, Performance Awards, Quality Step Increase (QSl), or
special citations. List publications by title and date.

g. Certification. Equal Enployment Cpportunity (EEO and adverse action
certification. (See paragraph 6.)

h. Photographs. For the Decoration for Exceptional CGvilian Service, the
nom nati on package mnust include a photograph (head and shoul ders view,
professional attire preferred) to be used in the Secretary of the Arnmy Awards
Cer enony program booklet. For the DoD Distingui shed Gvilian Service Award,
pl ease encl ose five photographs.

Exceptions to these procedures for specific honorary awards are described in
CELRDP 672-1-1, Honorary Awards Handbook

2. Subm ssion of Award Nomi nati ons.

a. Award nominations will be submtted on DA Form 1256 in an origina
and seven copi es through appropriate comrmand channel s (district, CELRD
HQUSACE) to the Executive Secretary, AlAB

b. The AIAB s decision to approve, disapprove, or remand an award
nom nation will be communi cated through command channel s ( HQUSACE, CELRD
district). A certificate and decoration set (nedal wth suspension ribbon and
| apel button) for all awards approved will be forwarded to HQUSACE by the Al AE
The DA Form 1256 will be returned to the nom nating office for recording and
reporting purposes.



